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 Canceling school due to weather or illness 

 Delay or early dismissal due to weather 

 Nontraditional days 
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 Uncheck Instruction and Attendance  
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 Add a day event of “Planning”, “Teacher 
Equivalency”, or “Professional Day”. 
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 The Weather day must be accounted for so 
that the number of makeup days can be 
correctly calculated for future years.  Since 
you cannot show two day events on one day, 
this can be entered in the tenth month.  In 
the comments, indicate which teacher day 
was actually a weather day. 
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 Alternately, you can enter the weather day on 
the day it happens and add the teacher 
equivalency day in School Month 10. 

 

 This requires additional changes to the 
calendar just like when school is also 
cancelled for the teachers. 
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 Uncheck all three boxes. 
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 Choose “Weather Cancelled” or “Closed Due 
to Illness” in the dropdown  
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 Adjust start and end dates of school months. 
Each month except month 10 must have 20 
school days. 

 The end date of the month with the cancellation 
must be changed and the start and end dates of 
subsequent months must be changed. 

 If you suspect there may be additional cancelled 
days before the end of the 20-day month, you 
may wait to change the school months. 
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 Path:  Index > System Administration > 
Calendar > Calendar > School Months 
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 PATH: System Administration>Calendar> 
Calendar Wizard 
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 Select Copy School Months data 
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 If the weather day changes the end of terms, 
dates should be changed on the Terms tab.  

 Make sure the last term includes any 
instructional days you have added.  
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 Create a new period schedule 
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 Calendars 
◦ Ruth Wilkes: 859-583-3417 

◦ Sheila Harned: 270-705-9158 

◦ Scott Rose: 606-776-0798 

 Nontraditional Days 
◦ David Cook 

◦ David.Cook@education.ky.gov 

◦ 502-564-4201 ext.4832 

mailto:David.Cook@education.ky.gov

